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East Lyme Public Schools 
Paraprofessional Employment Handbook 

 
As paraprofessionals in the East Lyme Schools, you have joined a culture that fosters a strong sense of respect, 

fairness, community and responsiveness to student and system needs. Some paraprofessionals meet ongoing 

systemic needs for security and assistance with classroom instruction or technology. Others, as Teaching 

Assistants or Instructional Aides, may work durationally with individual students in response to Individualized 

Education Plans (IEPs). In both cases, you fill a vital role in the East Lyme School community.  Thank you for 

your commitment to excellence in teaching and learning. 

I.     East Lyme School District Culture and Special Education Philosophy Statement 

East Lyme Schools wish to foster a culture that includes:                                     

-    Respect for others 

- Sense of Community 

- Sense of Fairness  

-    Responsiveness to needs and concerns 

To this end, with regard to School Aides (SA), Instructional Aides (IA) and Teaching Assistants (TA), the district 

has worked to develop a fair and equitable staffing structure with consistency of position descriptions. The 

district has also addressed the requirements of No Child Left Behind legislation and Title I. 

It is important to realize the nature of IA and TA work: if the position is in place because of an Individualized 

Education Plan (IEP), the IA or TA position is related to a particular student need, not a system need. Therefore, 

as the IEP changes, so does the position. For example, if a student with an IEP calling for paraprofessional 

assistance leaves the East Lyme School System, so does the paraprofessional position. Also, an IEP may require 

a TA initially for greater support, but may be reclassified to an IA level as the child acquires skills to help him 

or her achieve greater independence. In that case, the position doesn't disappear, but does change to reflect the 

lower level of support. For that reason alone, East Lyme Schools cannot and should not promise continued 

employment at the same level, as many of these positions are driven by ad hoc special education needs, rather 

than continuing system needs.   Effort will be made to continue employment of paraprofessional staff whose 

position is eliminated due to a reduction of student services.  Seniority, specialized skills/training and job 

performance will be considered.                                                                                                                                                                                   

Confidentiality in the School Setting 

 

Parents entrust our staff with their most precious possession, their children.  While at school, parents assume 

and deserve the right of privacy as to the academic performance and demeanor of their children.  Information 

about students “good”, “bad” or “neutral”, is to be considered confidential and not to be shared outside of the 

school with anyone other than the parent.  Employees responsible for breaches in the confidentiality ethic will 

be subject to disciplinary action that could include separation from the organization. 
 

II.     Organizational Structure 

Board of Education -> Superintendent -> Assistant Superintendent/SPED Director/etc -> Principal -> 

Teacher -> Teaching Assistant/ Instructional Aide/School Aide 

 

III.    Position Descriptions, Benefits, Qualifications, Duties and Responsibilities 

Note: an employee’s educational qualifications do not guarantee that he/she will be employed at highest level. 
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Department:   Regular Education 

Reports to    School Principal or his/her Designee 

Hours per Day:   Addressed in Staffing Plan 

Hours per Week:   Addressed in Staffing Plan 

Days per Year:    182 

Benefits:    

 3 days Personal Leave per year (prorated) not carried over (no cash value) 

 5 days Sick Leave per year (prorated)  

o After 5 years of continuous employment, one half of unused leave days may be carried over (no 

cash value) 

o After 10 years of continuous employment all unused leave days may be carried over (no cash 

value) 

 3 days Bereavement:  Bereavement days are allowed up to three (3) days per funeral for funerals 

of spouse, child, parent (in-law), sibling (in-law), grandparent, or grandchild (non-cumulative) 

 Retirement Plan:  Paraprofessionals may voluntarily participate in the district TSA program. 

 No penalty for early dismissals or late starts 

 

Summary:  Supervise students during lunch, recess, and other times as necessary under the  

supervision of the building principal or his/her designee.  
 

Essential Duties and Responsibilities:   Other duties may be assigned 

The School Aide/Head School Aide shall: 

 Maintain a high level of ethical behavior and confidentiality of information about students/staff. 

 Possess the ability to work independently as well as a member of a team. 

 Reinforce specific behavior patterns. 

 Ensure the safety of the students. 

 Establish, as fully as possible, a supportive relationship with the student(s) while maintaining the role 

as an authority figure. 

 Remain student-focused, maintaining a caring, safe, developmentally-appropriate environment. 

 Establish a positive, appropriate rapport with students as socially and age appropriate. 

 Alert appropriate staff to any problem or special information about individual students. 

 Be punctual and consistent in meeting daily time schedules throughout the school year. 

 Work effectively and cooperatively with other staff members. 

 Perform such other duties as may be assigned. 

 Head School Aide will supervise and schedule school aides. 

 Head School Aide will secure substitutes for district school aides. 
 

Supervisory Responsibilities:  School Aide – Students; Head School Aide – Students  

and School Aides as determined by the principal or his/her designee. 
 

Qualification Requirements:   To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 

ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 
  
Education and/or Experience:  Minimum Requirements:  High school diploma, general education degree 

(GED) or equivalent as determined by the Superintendent or his/her designee. 
 

Language Skills:  Ability to read and comprehend simple instructions, short correspondence, and memos.   

Ability to write simple correspondence.     

A. Position Title:            School Aide/Head School Aide 
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Mathematical Skills:  Ability to add, subtract, multiply, and divide in all units of measure, using whole 

numbers, common fractions, and decimals.   

 

Reasoning Ability:  Ability to apply common-sense understanding to carry out detailed but uninvolved 

written or oral instructions. Ability to deal with problems involving a few concrete variables in standardized 

situations. 

 

Other Skills and Abilities:  Previous work in child care.  Ability to develop effective working relationships 

with students, staff, and the school community.  Ability to communicate clearly and concisely, both orally and 

in writing.  Ability to perform duties with awareness of all district requirements and Board of Education 

policies. 

 

Physical Demands:   The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The 

employee is regularly required to stand, walk, climb or balance, and stoop, kneel, or crouch.  The employee 

may occasionally lift and/or move up to 50 pounds.  The employee must be able to push items of 50 pounds 

such as pushing children on a bike or moving/rearranging furniture.  Specific vision abilities required by this 

job include close vision, distance vision, peripheral vision, and the ability to adjust focus. 

 

Work Environment:   The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable accommodations may 

be made to enable individuals with disabilities to perform the essential functions.   

 

The noise level in the work environment is often loud but at a standard acceptable level for this environment.  

The employee is continuously responsible for the safety, well-being, and work output of students. 

 
The information contained in this job description is for compliance with the American with Disabilities Act 

(A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed 

by the individuals currently holding this position and additional duties may be assigned. 

 

 
Reports to:    Assigned certified teacher 

Hours per Day:                         6 (1.0 FTE) 

Lunch:     30 minutes (unpaid) 

Hours per Week:   30 (1.0 FTE) 

Days per Year:                         183 (1 Professional Development Day included or optional Independent  

                                                               Study approved by the building principal) 

Benefits:  

 3 days Personal Leave per year (prorated) not carried over (no cash value) 

 5 days Sick Leave per year (prorated) 

o After 5 years of continuous employment, one half of unused leave days may be carried over (no 

cash value) 

o After 10 years of continuous employment all unused leave days may be carried over (no cash 

value) 

 3 days Bereavement:  Bereavement days are allowed up to three (3) days per funeral for funerals 

of spouse, child, parent (in-law), sibling (in-law), grandparent, or grandchild (non-cumulative) 

B.  Position Title:          Instructional Aide  
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 Allocation toward health insurance premium or 50% of the allocation toward tax sheltered annuity, flex 

spending plan or cash payout for those employed at 30 hours; (Cash payouts are paid on the first payday 

in June)  

 Professional development funds available for work-related workshops, etc.; see Appendix B 

 Tuition reimbursement; see page 11 and Appendix C & D 
 A stipend of $3.00 may be added to the base salary for an IA in certain specific instances of student need 

which require a specific skill to a high degree.  Examples include:  ELL, Braille, sign, behavioral 

intervention, language facilitation, autistic spectrum.  

 Retirement Plan:  Paraprofessionals may voluntarily participate in the district TSA program. 

 No penalty for early dismissals or late starts 

 

Summary:  Provides instructional support under the direct supervision of a certified teacher to  

assist students to receive mandated services.  

 
Essential Duties and Responsibilities:   Other duties may be assigned 

The Instructional Aide shall: 

 Maintain a high level of ethical behavior and confidentiality of information about students/staff. 

 Possess the ability to work independently as well as a member of a team. 

 Work with individuals and/or small groups of students to reinforce material introduced by the teacher 

and foster skills while encouraging independence. 

 Accompany student(s) into inclusive settings. 

 Establish, as fully as possible, a supportive relationship with the student(s) while maintaining the role 

as an authority figure. 

 Remain student-focused, maintaining a caring, safe, developmentally-appropriate environment. 

 Establish a positive, appropriate rapport with students as socially and age appropriate. 

 Assist with toileting, feeding, and any other health responsibilities. 

 Assist with loading and unloading of students onto vans, buses, taxis, etc. 

 Lift/restrain student when necessary. 

 Alert appropriate staff to any problem or special information about individual students. 

 Assist the teacher in implementing behavior programs. 

 Assist in collecting and creating suitable materials for educational displays. 

 Aid the teacher in conducting lessons that require preparation of visual aids, operation of audiovisual 

equipment, and other equipment used in the classroom for instructional purposes. 

 Assist the teacher in conducting routine clerical duties. 

 Be punctual and consistent in meeting daily time schedules throughout the school year. 

 Work effectively and cooperatively with other staff members. 

 Sanitize classrooms as required by health care plans 

 Perform such other duties as may be assigned. 

 

Supervisory Responsibilities:  Supervises students as determined by the certified teacher,  

principal, or his/her designee. 

   

Qualification Requirements:   To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 

ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 

Education and/or Experience:  Minimum Requirement:  High school diploma or general education degree 

(GED); Associates Degree, 60 hours of college credit, or a passing score on Para Pro Assessment (457) 

 

Language Skills:  Ability to read and comprehend simple instructions, short correspondence, and memos.   

Ability to write simple correspondence.   Ability to effectively present information in one-on-one and small 

group situations to customers, clients, and other employees of the organization.   
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Mathematical Skills:  Ability to add, subtract, multiply, and divide in all units of measure, using whole 

numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and 

interpret bar graphs. 

Reasoning Ability:  Ability to apply common sense understanding to carry out detailed but uninvolved 

written or oral instructions. Ability to deal with problems involving a few concrete variables in standardized 

situations. 

 

Other Skills and Abilities:  Previous work in child care.  Ability to develop effective working relationships 

with students, staff and the school community.  Ability to communicate clearly and concisely, both orally and 

in writing.  Ability to perform duties with awareness of all district requirements and Board of Education 

policies. 

 

Physical Demands:   The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The 

employee is regularly required to stand, walk, climb or balance, and stoop, kneel, or crouch.  The employee 

may occasionally lift and/or move up to 50 pounds.  The employee must be able to push items of 50 pounds 

such as pushing children on a bike or moving/rearranging furniture.  Specific vision abilities required by this 

job include close vision, distance vision, peripheral vision, and the ability to adjust focus. 

 

The employee is willing to be “Restraint Trained” and to use restraint as directed by the supervising teacher. 

 

Work Environment:   The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable accommodations may 

be made to enable individuals with disabilities to perform the essential functions.   

 

The noise level in the work environment is often loud but at a standard acceptable level for this environment.  

The employee is continuously responsible for the safety, well-being, and work output of students. 

 

The information contained in this job description is for compliance with the American with Disabilities Act 

(A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed 

by the individuals currently holding this position and additional duties may be assigned. 

 

 

 

 

Reports to:  Assigned Certified Teacher 

Hours per Day:  7 (1.0 FTE) 

Lunch:    30 minutes (unpaid) 

Planning Time:  30 minutes per day (paid) 

Hours per Week:   35 (1.0 FTE) 

Days per Year:  183 (1 Professional Development Day included or optional  

                                                    Independent Study approved by the building principal) 

Benefits:                               

 3 days Personal Leave per year (prorated) not carried over (no cash value) 

 5 days Sick Leave per year (prorated) 

o After 5 years of continuous employment, one half of unused leave days may be carried 

over (no cash value) 

o After 10 years of continuous employment all unused leave days may be carried over (no 

cash value) 

C.  Position Title:          Teaching Assistant  
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 3 days Bereavement:  Bereavement days are allowed up to three (3) days per funeral for 

funerals of spouse, child, parent (in-law), sibling (in-law), grandparent, or grandchild 

(non-cumulative) 

 Allocation toward health insurance premium or 50% of the allocation toward tax sheltered annuity, 

flex spending plan or cash payout for those employed at 35 hours; (Cash payouts are paid on the 

first payday in June) 

 Professional development funds available for work-related workshops, etc.; See Appendix B 

 Tuition reimbursement; see page 11 and Appendix C & D 

 A stipend of $3.00 may be added to the base salary for an TA in certain specific instances of 

student need which require a specific skill to a high degree.  Examples include:  ELL, Braille, sign, 

behavioral intervention, language facilitation, autistic spectrum.  

 Retirement Plan:  Paraprofessionals may voluntarily participate in the district TSA 

program. 

 No penalty for early dismissals or late starts  

 

Summary:  Instructs/tutors students individually or in small groups under the direction and  

supervision of a certified teacher.  Plans lessons, provides instruction, plans individual instruction per the  

student’s instructional plan in collaboration with the classroom teacher.  Implements lesson plans  

independently or in collaboration with the certified teacher. 

 

Essential Duties and Responsibilities:  Other duties may be assigned 

The Teaching Assistant shall: 

 Maintain a high level of ethical behavior and confidentiality of information about students/staff. 

 Possess the ability to work independently as well as a member of a team. 

 Develop and present learning materials and instructional exercises. 

 Use assessment data to prepare instructional planning. 

 Maintain discipline in the absence of the teacher. 

 Provide information required for IEP meetings. 

 Evaluate instruction and learner outcomes. 

 Carry out IEP goals and objectives. 

 Become familiar with the learning characteristics of students with whom they work. 

 Establish as fully as possible a supportive relationship with the student(s) while maintaining the role as 

an authority figure. 

 Remain student focused, maintaining a caring, safe, developmentally appropriate environment. 

 Establish a positive, appropriate rapport with students as socially and age appropriate. 

 Alert the teacher to any problem or special information about individual students. 

 Be punctual and consistent in meeting daily time schedules throughout the school year. 

 Work effectively and cooperatively with other staff members. 

 Lift/restrain student when necessary. 

 

Supervisory Responsibilities:  Supervises students as determined by the certified teacher, principal or his/her 

designee. 

 

Qualification Requirements:   To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 

ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

   

Education and/or Experience:  Minimum Requirement:  Bachelor’s degree. 

 

Language Skills:  Ability to read and comprehend instructions, correspondence, and memos.  Ability to write 

correspondence.  Ability to effectively present information in one-on-one and small group situations to 
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student, parents and/or staff.  Ability to read and interpret special education documents.  In collaboration with 

the certified teacher, may develop, write and implement lesson plans. 

 

Mathematical Skills:  Ability to add, subtract, multiply, and divide in all units of measure, using whole 

numbers, common fractions, and decimals.  Ability to perform basic arithmetical calculations. 

 

Reasoning Ability:  Ability to apply common sense understanding to carry out detailed but uninvolved 

written or oral instructions. Ability to deal with problems involving a few concrete variables in standardized 

situations.   

 

Other Skills and Abilities:  Ability to operate photocopying and fax machines and computers. Ability to 

assume responsibility for supervising students, understand and carry out oral and written instructions.  Ability 

to develop effective working relationships with students, staff, and the school community.  Ability to 

communicate clearly and concisely, both orally and in writing.  Ability to perform duties with awareness of all 

district requirements and Board of Education policies.   

 

Physical Demands:   The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The 

employee frequently is required to stand, walk and sit.  The employee is occasionally required to use hands to 

finger, handle, as to operate office equipment; reach with hands and arms; and stoop, kneel, crouch or crawl. 

 

The employee may occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job 

include close vision, distance vision, peripheral vision, and the ability to adjust focus.   

 

The employee is willing to be “Restraint Trained” and to use restraint as directed by the supervising teacher. 

 

Work Environment:  The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable accommodations may 

be made to enable individuals with disabilities to perform the essential functions.   

 

The noise level in the work environment is often loud but at a standard acceptable level for this environment.  

The employee is continuously responsible for the safety, well-being, and work output of students. 

 

The information contained in this job description is for compliance with the American with Disabilities Act 

(A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed 

by the individuals currently holding this position and additional duties may be assigned. 

 

IV.     Salary Schedule and Leave Requests 

Salary:  SA, IA and TA positions have a step increase salary schedule (see attached Appendix E). The 

Superintendent or his designee has final determination of the hired step level.  New hires with previous teaching 

or paraprofessional (instructional) experience in East Lyme will receive, for salary purposes, service credit for 

those years in East Lyme. 

Yearly salary is defined as the number of hours per day times the number of workdays in the school year times 

the hourly rate.  This salary is then paid out over 22 equal payments.  Employees hired after the first day of 

school have their yearly salary paid out in equal payments over the remaining pay dates as appropriate.  

Timesheets will be submitted through the building principal to the Central Office Payroll Department. 
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Leave:  Requests for leave shall be entered in Aesop by the paraprofessional at least forty-eight (48) hours in 

advance of the time requested, barring emergencies.  In emergency situations, paraprofessionals should contact 

the school main office.    

V.       Reporting of Suspected Child Abuse  

Although child abuse is a situation one hopes never to encounter, the law mandates school agencies and their 

personnel to report any suspicion of child abuse or neglect.  Under Connecticut law, any school principal, 

teacher, or other paid professional employee of the school who observes or receives evidence, which raises the 

suspicion of child abuse or neglect is obligated to report this information to the Department of Children and 

Families (DCF) under the penalty of being fined.  All ELPS employees are mandated reporters.  In cases of 

suspected abuse: 

a.  Have another staff member available while checking student for bruises, etc.                                              

b.  Report any suspected abuse to the supervisor.  The supervisor will contact the school nurse, immediately 

of suspected findings.                                                                                                                                            

c.  Maintain confidentiality at all times. 

VI.       Grievance Procedure 

A grievance is a written claim filed by an employee alleging a misinterpretation or misapplication of a specific 

provision of the handbook. 

 

Step 1 - Immediate Supervisor:  A grievance shall be filed with the immediate supervisor within seven (7) 

work days of the incidence occurring upon which the grievance is based.  This matter will be discussed and a 

written decision given to the aggrieved within ten (10) work days following such review.  The immediate 

supervisor will inform the Principal that a grievance was filed. 

 

Step 2 - Principal:  If the grievance is not resolved at Step 1, the aggrieved may seek further review by 

presenting the grievance to the Principal within ten (10) work days following receipt of the decision at Step 1. 

This matter will be discussed and a written decision given to the aggrieved within ten (10) work days 

following such review. 

 

Step 3 - Superintendent of Schools:  If the grievance is not resolved at Step 2, the aggrieved may seek further 

review by presenting the grievance to the Superintendent of Schools within ten (10) work days following 

receipt of the decision at Step 2.  The Superintendent or his/her designee shall confer with the aggrieved and, if 

the grievance is not resolved, render a written decision within ten (10) workdays of such discussion. 

 

Step 4 - Board of Education:  If the grievance is not resolved at Step 3, a review of the grievance may be 

requested of the Board of Education by filing a written request for appeal to the Board within ten (10) days of 

receipt of the Superintendent’s decision at Step 3.  The Board of Education or its designated committee shall 

confer with the aggrieved and issue a written decision within ten (10) workdays of such review. 

VII.      Training and Supervision   

The orientation, training, and supervision of individual paraprofessionals is the responsibility of the principal or 

his/her designee, and the certified teacher to whom the paraprofessional reports.  The Personal Planner and 

Training Guide for the ParaEducator, second edition, by Wendy Dover is the resource endorsed by the District’s 

Curriculum Council’s Standing Committee for Special Education as a training tool and is available at all schools.  

All paraprofessionals are expected to become familiar with its contents and to put into practice the lessons 

contained within this training guide.   
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VIII.     Evaluation  

A job performance checklist (see Appendix B) is currently used to determine the overall performance of 

paraprofessionals.  This checklist is to be completed by the supervising principal twice a year with input from the 

supervising teacher and the paraprofessional. 

IX.       Voluntary Transfers/Reassignments 

Vacancies are posted in each building.  Application is by letter of interest and completion of a job application 

form.  (Application for Employment – Teacher’s Assistant/Instructional Aide/School Aide/Before & After 

School Care) 

X.       Equal Opportunity Employer Policy 

It is the policy of the East Lyme Board of Education not to discriminate on the basis of race, color, religious 

creed, age, physical disability, national origin, ancestry, marital status, sexual orientation, or mental disorder in 

any of its educational activities or employment policies. 

XI.      Drug and Substance Abuse - See Board Policy 4118.231 (available at www.eastlymeschools.org) 

XII.     Sexual Harassment - See Board Policy 4118.112 (available at www.eastlymeschools.org) 

XIII.    Emergency/Early Closings/Delayed Starts 

Paraprofessional staff are not penalized for emergency/early closings or delayed starts.  On late openings due to 

inclement weather staff are expected to arrive at school as soon as it is safe to travel, but no later than the start of 

the student day.  On early closing days due to inclement weather, staff may leave as soon as the students have 

left. 

XIV.    Tuition Reimbursement 

Teaching Assistants and Instructional Aides may request undergraduate and graduate course tuition 

reimbursement consideration for up to six (6) credits per year.   Tuition Reimbursement will be made in the 

following priority order: (1) Instructional Aide undergraduate courses in full, (2) Teaching Assistant graduate 

courses, and (3) Instructional Aide graduate courses and Teaching Assistant undergraduate courses to the percent 

that remaining allotted funds allow following the first priority of Instructional Aide undergraduate courses in full.   

For all tuition reimbursements, a grade of “B” or higher must be earned.  The reimbursement rate is based on the 

UCONN in-state tuition rate.  Reimbursements will be made in August of the following school year.   

Reimbursement forms are available in the main office of each building.  Please call the Central Office at 860-

739-3966 ext. 5601 if you have additional questions. 

XV.  Health Insurance 

Health insurance allocations for Instructional Aides and Teaching Assistants are provided on the respective salary 

schedule for each position. 

 

 


